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Introduction

1. Overview

This document is designed to assist users of the Disaster Information
System (DIS) Application. DIS is designed to streamline the processing of
families who lost their housing because of hurricanes or any types of
disasters and to relocate families already in the HUD rental assistance
programs. The application provides verification of family eligibility and
allows data entry for their new or temporary housing assistance details.

2. Types of Users

The broad categories of users of the system include:

a. Housing Authority Users (HA Users).

b. HUD Users and HUD relocation assistance contractors

c. Guest Users (Usually non-HUD and non-HA contract staff)
d. Super Users — Users with special privileges.

e. Administrators

When using the system, different users will be able to perform actions based on
their assigned roles in the system. Access rights for each user type are
described below:

Actions HA User HUD User Guest User
1. Search for a family Yes Yes Yes
2. Establish Eligibility Yes Yes (No access)

(see note)
3. Update family information Submit/Modify Submit/Modify Read only
4. Record/Modily afamily's | submiumModity | SubmitModify | (No access)
5. View DIS Reports Read only Read only Read only
6. Rollback records (No access) Submit/Modify (No access)
7. View Archives Read only Read only Read only
8. Add New Households Yes Yes Read only
9. Add HL-CPD Households Yes Yes (No access)
10. Approve New Households (No access) Yes (No access)
(Super Users Only)

11. Super Admin Functionality (No access) Yes (No access)

(Super Users Only)

Table 1 — User Access Rights

Note: HA and HUD Users may determine eligibility depend  ing on the I1AA
(Inter-Agency Agreement).
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3. What you need to Use the System

A valid User Id and password to the IMS system.
Access to the DIS Application.
An understanding of Disaster Information System.
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2 — Using the DIS System
Using the DIS System

1. Logon
a) Open an Internet Explorer browser window and go to one of the following
URLs:
- https://hudapps.hud.gov/ssmaster (users with “H” IDs (e.g.H1234)
- https://hudapps.hud.gov/HUD Systems (users with “M” or “C” IDs (e.g.
M1234)
Note : Bookmark the applicable link for future use

b) Type in your User ID and Password and Click on ‘Login’.

ﬂ7 Sh User Login heln | home
B
Secure Systems User ID

Single Sign On Password

ATTENTION: This computer system, and all the systems associated with this system for

User Authorization and Authentication, are protected by a computer security system;
unauthorized access to these systems is not permitted; and usage may be monitored.

NOTE: There is an inactivity timeout of 30 minutes. Please save your work periodically to avoid being logged out

Content updated August 26, 2005

=

using and Urban Development Home |
/ashington, DC 20410 Privacy
1112 TT¥: (202) 708-1455 Statement

Figure 1 — User Logon

c) The Legal warning page is displayed.
Note: Users must click the ‘Accept’ button on this page to continue
using this system.

d) Upon successful logon, you will be presented with a Sub-System list with
links.

e) Select “PIH Information Center (PIC) ” by clicking on the link with the
same name.
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Secure Systems

Financial

Systems
e Financial Assessment Submission - PHA (FASPHA)
* Mark-to-Market (M2M)

Introduction

Main Menu housing | mail | heln | search | home | logout

Management Assessment Subsystem (MASS)

Submission - PHA
[EASPHA)
Mark-to-Market (M2M)
Management Assessment.
Subsystem (MASSY
Multifamily Delinguency
nd Default Reporting

..

Multifamily Delinguency and Default Reporting System (MDDR)

Public Housing Assessment System: Scores and Status (NASS)

Dhysical Assessment Subsvystemn (PASS)

PIH Information Center (PIC)

ystem (MDDR)

Public Housing

Assescment System:

Scores and Statue
NASS)

Physical Assessment

Subsystem (PASS)

PIH Information Center
PIC

Test Site for PIH
Information Center - PIC

Tast (PICTST)

Resident Assessment

Subsystem (RASS)

e 4.

Content updated February 23, 2007 O packtoto

FESCSIe T0r Pin imormaaon Center - PIC Test (PICTST)

Quality Assurance Subsystem (QASS)

Resident Assessment Subsystem (RASS)

=

U.S. Departmant of H
451 7th Strect S.W
Telephone: (202) 7

g =nd Urban Development
ngton, DC 20410
2 TTY: (202) 708-1455

Figure 2 — Subsystem List
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2. Update User Profile — New Users Only

When a new User logs onto the PIC system, the User  Profile screen is
displayed. New Users are required to update their account information
as described below (see the figure below).

a) In the User Contact Information Section, enter first name, last name and
select a Salutation from drop-down list.

b) In the Mailing Address Section, enter mailing information in required fields
(marked in asterisks).

c) Click on the Save button at the bottom right of the screen. The Public and
Indian Housing Information Center Screen is displayed.

HUD HOME PIH HOME QsA SEARCHINDEX E-MAIL
User Profile
User Profile
Please complete the user registration information on this page.
UserID: david
First Name: david
Last Name: david
Title:
Salutation {None Selected) v
Address Tvpe Mailing Address
Address Line 1: =
Address Line 2:
Citv/Locality: *
County:
State: Alaska v
Zip Code: x_
Phone Number: g
Ext:
Fax Number: 0
Email Address: asd@sdsf.com

Figure 3 — Updating Profile for New Users

3. Navigate to DIS Application

a) Once user is logged into the Public and Indian Housing Information Center
Screen displayed (see the adjacent figure)
Note: Available options on the left menu are dependent on User
access rights.
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b) On the left menu bar as shown in adjacent figure, Click on ‘DIS’ link under
“PIH Information” title.

INVENTORY MANAGEMENT SYSTEM (IMS)
IMS-PIC Release 7.0 [prod Server in INT 2]

Welcome Jane (MD0297)!
Your user id was certified on 09/07/2010.

| PIC Headlines |

User Profile

S ity Administrati
ecurity Administration « IMS-PIC Unavailable - 562010

PIH Informa Friday Tth, May 2010 and Saturday 8th, May 2010 [full text]
[~ SEMAP + Secure Systems Working Again - 4/23/2010
—Risk Assessment o
- User Administration is back [full text]
|—DIS | » Secure Systems Problems - 421/2010
: Problems do not directly affect IMS-PIC [full text]
—Housing Agency
— Development Browse all PIC Headlines.

—Inventory Removals

Figure 4 - Select PIH Information then DIS

4. Privacy Act Warning and Acceptance

a) When user clicks on the DIS Submenu, the “Privacy Act (See the figure
below) Statement and Compliance Notice” page is displayed.
b) Click “Agree” to launch DIS Application.

Note: Users MUST click the ‘Agree’ button on the Pr  ivacy Notice page to
access the DIS System.

LOGOFF HUD HOME PIH HOME Q&A SEARCH / INDEX E-MAIL WASS MAIM

Privacy Act Statement and Compliance Notice

IMPORTANT: Please read the following carefully.

Legal Warning

Misuse of Federal Information through the HUD Secure Connection web site falls under the provisions of
Title 18, United States Code, Section 1030. This law specifies penalties for exceeding authorized access,
alterations, damage, or destruction of information residing on Federal Computers.

Privacy Statement

Information contained in this system is subject to the Privacy Act of 1974 (5 U.S.C. 552a, as amended).
Personal information contained in this system may be used only by authorized persons in the conduct of
official business. Any individual responsible for unauthorized disclosure or misuse of personal information will
oIS be prosecuted to the maximum extent possible under law.
Warning Notice

Your compliance is requested because you may have access rights to certain parts of PIC system which
are covered by the Privacy Act. You may choose to decline and can still access the parts of the PIC
system not covered by the Privacy Act as per your access privileges. All attempts to access the
information {cowvered by Privacy act) will be logged into the PIC database irrespective of compliance
status.

Figure 5 - Read Before Accepting
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5. Searching For Household Assistance Records

After accepting the Privacy Act Notice, the Search for Household Assistance
Details page opens as shown in the adjacent figure.

This screen can be used to search for Household Assistance Details using
any one of the two choices listed below:

1. By Social Security Number (SSN)
2. By Information

When Searching By Information, Last Name and any of the following are
required:

First Name
Date of Birth
Sex

System Access — System security is role based so some functions may not
be available to you. For a detailed explanation, please see Section 1.2 Page
1 —“Types of Users”

Ml
e

Search Households Assistance Details Add Households

Search for Household Assistance details
Search by SSN:

Search by Information:

Last Name: L Joeae

First Name: I:I
Date of Birth: l:lmm-"'dd-"'&'&'&'&' [ Search ] [ ResetAll
Searching by information may take longer to retrieve the results as it may match several last names. To obtain faster results provide

as many characters of the Last name and First name; as well as the Date of birth and gender where possible.
View DIS User Manual. |

Click here to view/update details of households already assigned to PHA
Figure 6 - Search for Household Details
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6. Select the Correct Household Record

a) Search results appear in a table at the bottom of the screen
(see figure below).

LOGOFF HUD HOME PIH HOME Q&EA SEARCH / INDEX E-MAIL WASS MAIN

Search Households Assistance Details Add Households

Total 1 record(s) found. Please scroll down to view the results.

Search for Household Assistance details
Search by SSN:

Search by Information:

Last Name: I -
First Name:

Sex: 1

Date of Birth: I:l mm/ddfyyyy Search ] [ Reset All

Searching by information may take longer to retrieve the results as it may match several last names. To obtain faster results provide as many charac
the Last name and First name; as well as the Date of birth and gender where possible.

I View DIS User Manual.

Click here to view /update details of households already assigned t

e Click on the SSN link to View/Create Assistance Record.

e Asterisk (*): Marks families that are already assigned to a receiving PHA for assistance

e Hash (#): Marks families that were previously assisted in KDHAP under H2,H3,H4,HS and H6 sections of Multifamily program.

s (MNew): Marks families that are assigned newly either by new assignment or re-assignment or port out process to the PHA for assistance.

Pre- Pre- Pre- Pre- Pre- o oceivin
Sex Disaster Disaster Disaster Disaster Disaster PHA 9 Info Status
Apt Street City State Zip

Archived Pr
Data Ay

Disaster FEMA ID First Last Date of

Number Name Name Birth

1(XX- 1604 |912248085| zofo |mlighirzs|6/18/1955| F . COLUMBUS MS 34751 MS019 - | Active View

Figure 7 - Click on the SSN to view/edit the record

b) Review the list to find the correct record.

c) Then click on the SSN link (the first field on the left side of the table) of
the record to review or edit Assistance details.

d) Search results will display the Disaster Number for each Household.
This allows all records in multiple disasters to be displayed.

e) Search results will distinctly mark Non-HUD families with text “Non-
HUD” under the column “Info.”

f) Search results will also display the status (Active/Inactive) of the
household record under the column “Status”. Inactive household
records cannot be modified.

g) An asterisk next to an SSN indicates that the Household is already
assigned to a Receiving PHA for assistance.

If a family does not appear in the search results, please verify that the search
information is correct for the Head of Household. Only the Head of Household
information can be used to retrieve Household Assistance details.
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T8 [AAA-RAA-UBEU | ILGDUFMF | MWFVL ACUVE
19 | XXX-XX-0609 ILGL MWFVL /1, This household record is inactive. It cannot be modifed. 2003 - Active
20 | XXX-XX-0258 ILPNBRP MWFVL & 2065 - Active
21 [ XXKX-XX-8713 Iizb Mw fvl P576 - Active
22 |XXX-XX-2829 1LZB MWFVL 9641 = Active
23 | XXX-XX-0601 IMCBBMR MWFVL 15 - Active
E4 XXH-XX-8845 IMCDWEB MWFVL ERRAIT G ALY ?Ef{_ﬁ% PEW QOUFQEN LA - Inactive ]

Figure 8 - Inactivate Household records cannot be modified

7. Eligibility Questionnaire

a) Eligibility questionnaire may be displayed before the lease or assistance
page if the eligibility for the selected household is not already established.

b) See the Appendix section to learn how the DIS system determines the
eligibility based on the answers provided. You may also click the link “How
does Eligibility Questionnaire work?” displayed at the bottom of the
Questionnaire page.

c) Fillin the questionnaire and click “Submit Answers”.

d) If the family is determined eligible, a link is provided to navigate to the
“Lease Assistance” page as shown in the adjacent figure. Click on the link to
bring up lease/assistance details page.

If the family is determined ineligible for assistance, the household record is also
marked as inactive, it remains locked in its current state.

DIS Reports

Search Households Assistance Details Add Households

Establish Eligibility for X0XOX-XX-0066

Eligibility Questionnaire

+ Is the pre-disaster project available for occupancy?

@Y¥Yes ...
= Does the family want to return to the unit previously occupied by them?
@Yes ...
= Is the family currently under lease through one of HUD's Disaster Housing Programs?
@Yes ...
= Can the current lease under such program be terminated?
OYes
[If Yes, the Family must return to the pre-disaster unit. No further assistance will be offered under DIS
(Disaster Information System)].
EINo
[If Mo, the Family may be offered assistance under DIS (Disaster Information System).]
ONo

[The family, never assisted under one of HUD's Disaster Housing Programs, will not receive any further assistance
under DIS (Disaster Information System).]
ONo ...

ONo

[If the pre-disaster unit is not available, the Family may be offered assistance under DIS (Disaster Information System).]

[ Cancel ] [ Submit Answer(s) ]

Click "Submit Answers" when done. If the family is eligible to receive the assistance under DIS system, you will be taken to the assistance/lease details page
where more information to admit the family into Disaster Information System can be added or modified.

Figure 9 - Eligibility Questionnaire
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Reports

Search Households

Establish Eligibility for XXX-XX-8633

Eligibility Questionnaire

Assistance Details Add Households

This Head of Household (and in turn the family) is Eligible for receiving assistance under DIS.

Click here to modify the lease assistance details for this family.

How does Eligibility Questionnaire work?

Figure 10 - Modify Lease Assistance Details link

8. Searching for Changed Households
If an household record has been changed for any reason and no longer

exists in it’s original state, it may not be found when searching and an error

message will be displayed indicating the same.

Reports

Search Households

Assistance Details Add Households

Error: The Social Security Number you entered was changed on 3/14/2008 1:54:09 PI. Please see the DIS Administrator if you require further assistance with this household.
Search for Household Assistance details

Search by SSN:
Search by Information:

Last Name: I:l (required)

First Name: l:l

Sex:

Date of Birth: ‘ ““‘“"ﬂd"\x’\x’y‘f [ Search ] [ Reset All
Searching by information may take longer to retrieve the results as it may match several last names. To obtain faster results provide as many characters of the Last name
and First name; as well as the Date of birth and gender where possible.

View DIS User Manual.
Click here to view /update details of households already assigned to PHA

Figure 11 - Searching for Changed Households

9. Viewing/Editing Household Assistance Details

1) HA Determined Eligibility:
‘Yes’ option must have been selected in Eligibility Questionnaire for the
lease Details section to be displayed and modified.

2) Pre Disaster Program Types:

CE — Certification

DHAPK - DHAP-KATRINA

DHP-K - DHAP-KATRINA

HL - CPD: Continuum of Care (Homeless)
IKEO1 - IKE — GUSTAV

IKEPH - IKE PUBLIC HOUSING

IKEVO - IKE VOUCHER FAMILY

MF - Multifamily

MR - Mod Rehab

NH - New Housing

OH - Displaced Other Federally Assisted Housing Family

AT T S@meoooTy
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I. PH - Displaced Public Housing Resident
m. PHIKE — PUBLIC HOUSING IKE

n. VO - Displaced Voucher Family

0. VOIKE - VOUCHER IKE

In Addition to the New Program Types listed above, DIS system has 10
more special program types for listed below for Non-HUD Families. These
special program types cannot be selected in the View/Edit Household

mode.

p. FE - Non-HUD Family

g. FT - Non-HUD Families (Phase 2)
r. F3-Non-HUD Families (Phase 3)
s. F4 - Non-HUD Families (Phase 2B)
t. F5- Non-HUD Families (Phase 2C)
u. F6 - Non-HUD Families (Phase 2D)
V. F7-Non-HUD Families (Phase 2E)
w. F8 - Non-HUD Families (Phase 2F)
X. F9 - Non-HUD Families (Phase 2G)
y. F10 — Non-HUD Families (Phase 2H)

FEMA Referral Date: mm,/dd HUD DIS Load Date:
Head of Household Name: ZKNFFMIWQ G MWFVL First Nzme | Middle Initizl | Last Name

Initial PHA (Code and Name): MS040 Mississippi Regional HA No. VIII | FEMA ID:

Sex: F Date of Birth: 01/10/1982
Disaster Program Code: 1604 HA Determined Eligible: OYes @& No
Pre-Disaster Program Type:* |PH-Displaced Public Housing Resident hd
Contact Numbers (and comments): 2283520289 Alt:
Pre-Disaster Address:

Street Address: 5835 Hphomfvm Gi. Apt No:

City: Ymnf Yqvsg State: MS Zip Code: 99212
Mailing Address:

Street Address: 5835 HPHOMFVM GI Apt No:

City: YMNF YQVSQ State: MS Zip Code: 90212

Receiving PHA Information: & Assign PHA now! Assign PHA later!

HQ Office: PO Field operations

Hub: 4HIMS JACKSON HUB

Field Office: 4GPH JACKSON HUB OFFICE

Housing Authority: MS040 Mississippi Regional HA No. VIII

State: MS Program Type: Combined
Receiving PHA Contact Name: Receiving PHA Email:
Receiving PHA Contact Number: Receiving PHA Fax Number:

PHA New Assignment Date:

New Program Type: |FPH-Public Housing M Bedroom Size: Prior* |3 ¥| Requested* ~
Family members: Enter up to 14 more family member names here. Following fizlds are required for each valid enrt

Required fields: First Name, Last Name, Date of Birth, Gender and Citizenship Indicator

x Eircit Name#* MT last Namea* SSh Nate of Birth* Sax* Nichl Ind Citizenchin#®
Figure 12 - Edit Lease Assistance Details for HUD Families
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3) Receiving PHA:

This information is required for the lease information to be displayed and

modified

4) New Program Type (required if a ‘Receiving PHA’ is selected):
NV - DIS Voucher

PH - Public Housing

PI - Voucher Port In

VA - Voucher Absorbed

MF - Multi Family

HL - CPD Assistance

OT - Other Assistance

IKEO1 — IKE-GUSTAV

NH — New Housing

—“S@meoooTw

In Addition to the New Program Types listed above, DIS system has 1
more HUD and 10 Non-HUD special program types . These special
program types cannot be selected in the View/Edit Household mode:

AH-Affected Public Housing
DH-Non-HUD Family Assistance
DT-Non-HUD Family Assistance (Phase 2)
. D3-Non-HUD Family (Phase 3)
D4-Non-HUD Family (Phase 4)
D5-Non-HUD Family (Phase 5)
D6-Non-HUD Family (Phase 6)
D7-Non-HUD Family (Phase 7)
D8-Non-HUD Family (Phase 8)
D9-Non-HUD Family (Phase 9)
D10-Non-HUD Family (Phase 10)

"W QTOS3 T AT

5) Bedroom Size (Prior and Requested):
6) Family Members (if applicable):
7) Total Number of Family Members:

12
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FEMA Referral Date: mm/dd/yyyy) HUD DIS Load Date: mm/dd/yyyy)
Head of Household Name: VLMC Z MWFWVL First Name | Middle Initizl | Last Name

Initial PHA (Code and Name): FEMA FEMA Phase 2 Family FEMA ID: 940817301
Sex: F Date of Birth: 09/07/1954
Disaster Program Code: 1604 HA Determined Eligible: & Yes No

Pre-Disaster Program Type:* FT - Non-HUD Families (Phase 2)

Contact Numbers (and comments): 3380487420 Alt:| 3387238396
Pre-Disaster Address:

Street Address: 1358 BUXDL UJ Apt No:

City: BVZOPR State: MS Zip Code: 99237
Mailing Address:

Street Address: 316 4/3 WPGS5CZ5D HQ Apt No:

City: BVZOPR State: MS Zip Code: 99237

Receiving PHA Information: & Assign PHA now! Assign PHA later!

HQ Office: PO Field operations

Hub: 4HIMS JACKSON HUB

Field Office: 4GPH JACKSON HUB OFFICE

Housing Authority: MS005 Biloxi Housing Authority

State: MS Program Type: Combined
Receiving PHA Contact Name: |TOMMNOLAND Receiving PHA Email: |TVNOLAND@DATASYNC.COM
Receiving PHA Contact Number: 2283747771 Receiving PHA Fax Number: |2234366585

PHA New Assignment Date:
New Program Type: DT - Non-HUD Family Assistance (Phase 2) Bedroom Size: Prior* |1 | ¥| Requested* |1 ¥
Familymembers:z-:a-.::: 14 more fam member names here. Following fields are required for each valid enrt

Required fields: First Name, Last Name, Date of Birth, Gender and Citizenship Indicator

# First Name* MI Last Name* SSN Date of Birth* Sex* Disbl Ind Citizenship*

Figure 13 - Edit Lease Assistance Details for Non-HUD Families

10. Updating Family Members Information

a) Missing family members may be added to the system through the family
member details section.

b) Each valid entry must have First Name, Last Name, Date of Birth, Gender,

and Citizenship status populated.
c) First entry, reserved for Head of Household, cannot be modified.

Total number of family members includes the head of household.

13
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Family members: ent=r up to 14 mare f2mily men

Required fields: First Name, Last Name, Date of

#  First Name*
zivnzg

;.l."nreir

f:?ivnzq

;Lwiucz

|zshvin

7= - - B S - 4 I = I

- e e
= AT ™ B! i ISR R R

14
15

th, Gender and Citizenship Indicator

MI Last Name* SSN  Date of Birth* Sex* Disbl Ind Citizenship*
n o mvvit XNx-x%x-3138 09/12/1974 F N ¥
lg_|mwit [00000717402/06/1997 | M wl{No [ Yes ¥]
2| mwit [000071961107/03/1993 [IF ¥lINo [ Yes |
e oooocsesroosessss | {1 vl o | Ves v
lu tmmp [3000x9135}05/27/2000 | |F w|[No | |Yes v|
C 1 I ] vf. v . v
v : v : v
v : v | v
v | v : v
b . V . b
b V b
W V W
b V b
v . v . v
v : v : v

[Total Number uf..Famin Memberﬁ: 5 count i

Figure 14Ed|t Famlly Members Details

11. PHA Assignment

a) Users may opt to assign PHA later. To do so, leave the record in its

default state.
- Or -

a) Select “Assign PHA Now! ” to fill out all PHA information. (See the figure

below)

b) To search for the PHA codes and organization details, click on the Link

“Click here to

Search PHA Information

Receiving PHA Information:

O Assign PHA now! & Assign PHA later!

Click here to view the contact information of housing Authorities

Figure 15 - Select Assign PHA Later to Save Record without a PHA

Receiving PHA Information:

HQ Office:
Hub:
Field Office:

State:

® Assign PHA now! O Assign PHA later!

Housing Authority:

Program Type:

[ Click here to Search far PHA Infarmation ]

Click here to view the contact information of housing Autharities

Figure 16 - Select “Assign PHA Now!” to save record with a PHA

14
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12. Searching for PHA by Name

a) To search for PHA by Name type in the first few characters of PHA name
and click search (See the adjacent figure). (At least 3 characters are
required for successful search.)

Search PHA details
Please enter first few characters of PHA name and click "Search PHA" button to retrieve a list of matching
PHAs. To select the details of desired PHA found within results, click "Select this PHA" button located next to
the PHA Name. Click Cancel Button to return to the original page without selecting new PHA.

Harris County [ Search PHA. ] [Cancel]

Please enter first few characters of PHA name to search for its details.
At least 3 characters are required

Figure 17 - Search for PHA

b) Chose the appropriate match from the displayed list, and click “Select this
PHA” button located next to it (see the adjacent figure).

When the “Select this PHA " button has been clicked, the PHA information is
automatically populated in the main Household Assistance Details screen.

Harris Caunty [ Search PHA. ] [ Cancel ]
List of PHA s with narne matching @ Harns County
HARRIS COUNTY (Housing Authority of the County of Harris) |___ << Selectthis PHa |
HQ Office: PO Field operations
Hub: AHATL Atlanta Hub
Field Office: 4APH ATLANWTA HITBR OFFICE
Housing Awthority: GA 161 HAREIS COUNTY
State: 54 Program Type: Low Eent
Hairis Comnty Housing Authority (Harris County Housing Autherity) [ << Selectthis PHA
HQ Office: PO Field operations
Hubh: SHETW Fort Worth Hub
Field Office: SEPH HOTTSTON PROGE AN CEWNTEE
Housing Awthority: TZ{44 1 Harriz County Housing Authority
State: TZ  Program Type: Section B

Figure 18 - A List of PHAs with Names Matching the Search Text

15
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Receiving PHA Information: @ Assign PHA now! O Assign PHA later!

HQ Office: PO Field operations

Hub: AHATL Atlanta Hub

Field Office: dAPH ATLANTA HUB OFFICE

Housing Authority: GA161 HARRIS COUNTY

State: G4 Program Type:Low Rent

[ Click here to Search for PHA Information ]

Click here to view the contact information of housing Authorities

Figure 19 - PHA details populated back in the Assistance Details page

13. Entering Lease Information (Not for Guest Users )

The figures below shows the Lease Information Section located at the bottom of
the form. Use this to record the lease assistance details.

The Lease information Section of the form is NOT available to Guest users and
will not display for Program types PH - Public Housing, MF - Multifamily, or
OT- Other Assistance.

HA Determined Eligible indicator must be set to ‘Yes’ before a User can enter
Lease information for a Household receiving HUD Assistance.

Ha Determined Eligible: @ Yes QMo
Figure 20 - HA Determine Eligibility Indicator

The Lease Details section is not displayed to a user when one or more of the
following conditions are true:

User does not have enough privileges to modify the lease details.

User is of type “Guest User”.

16
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DIS Lease Record #: 04 Submit Data without Lease Information
Payment Standard:* $/645.00 Rent To Owner/Lease Rent:* § 64500 Utility Allowance:* $/107.00

Gross Rent: * $ Total Tenant Payment: $
HAP Total: $ utility Reimbursement: $
New Unit Address:* |wlldpirp h 4470 | Apt #: |?453 | Actual Bedroom Size:*
City:# State:*® Zip Code:* 27477
[] Monthly Lease Owner N < W‘ Owner TIN:*
HAP Contract Effective Date:* HAP Contract Termination Date:* Program End Date:

EOP Date: I:I EOP Reason: |~ Not Applicable — v| O Early Release
Fee
0 characters (approx 4 lines) from the co e be saved Update Current Lease Cancel

0 : hw .410 1g wvtmzsx gmflnz gmvrox wmz 932 1g wvtmzsx gmfinz
kzs 43/3/8 uuv mlrgzxrurgivxvi ozfmmz
Save As New Lease

<< View Previous Lease Record ! Lease History l Comment History

Figure 21 - Typical Lease Information Section for HUD Families

DIS Lease Record #: 01

Payment Standard:* § | FMR:* 3 | FEMAPayment:* §°°
Rent To Owner/Lease Rent:* $ : | HAP Total: $E 59 \
New Unit Address:* |gvvigh hvwive hlozk 5371 Paptetl>1  [BRSainedroam Sicest |

Gity:* |LASVEGAS j T o

Zip Code:* - |
[0 monthly Lease Owner Name:* | Z PiZK Vhiwzizs ‘ Owner TIN:* :, 52531242 |
HAP Contract Effective Date:* |12/01/2007 | HAP Contract Termination Date:* |02/23/2009 | Program End Date: !3f31f200‘3‘ I
IRT Exception Finder's Fee
EOP Date: | | Eop |~ NotApplicable - =)
Family Contacted Family Agreed to Case Management Landlord Signed HAP Contract
| HOQS Inspection Date: | /=~ ] " HOQS Inspection Type: " /1=0 005 T
Tenant 1D: | © | PHA Tenant Remarks: |
I -1 I
LL_ADD1: | | LL_ADD2: | | LL_CITY: |
| | |
LL_CNTY: I LL_STATE: || LL_zIp: |
i 1
LL_PHONE: | I LL_FAX: | I LL_EMATL: | I
LL_CONTACT: ‘ Landlord Signed Certification: Family Receiving Transition Assistance:
Family Contacted for Transition: Family NOT eligible for HCV: [ ] | Family Signed Certification: |

Cancel

Lease History I Comment History

Figure 22 - Lease information Section for Non-HUD families (First Lease)
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Figure 23 - Lease Information Section for Non-HUD Families (Second Lease)

Figure 24 - Top of Typical 1% Lease Page for DHAP-IKE Family

18
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Figure 25 - End of Typical 1*' Lease Page for DHAP-IKE Family

Figure 26 - After 1st Lease for DHAP-IKE (top)
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Figure 27 - After 1st Lease for DHAP-IKE (bottom)

Following fields on the Lease

information section are applicable
only to the Non-HUD New Program

Types (DH DT, D3 through D10 ):
IRT Exception, Date and

Amount
- Finder’s Fee
- Mover Fee
- Security Deposit
- Utility Deposit
- Vacancy Payment

- Vacancy Payment Date

Following fields on the Lease
information section will not appear
for the New Program Type : “AH —
Affected Public Housing ”

Monthly Lease

EOP Date and Reasons.
Early Release Fee.

IRT Exception, Date and
Amount

Finder’'s Fee And Mover
Fee

Family Contacted Indicator
Family Agreed to Case
Management Indicator
Landlord Signed HAP
Contract Indicator

HQS Inspection Date

The following fields and indicators are only availa

Lease page.

ble on a Non-HUD Family

Incremental Rent transition (IRT) Exception Indicator:
Applicable only to the Non-HUD families.
Select this checkbox to mark the household as an exception to the

Incremental Rent transition.

Corresponding date and amount must be provided if this indicator is

selected.

IRT Exception information can be carried over to the next lease if required.

For DHAP-IKE families, the IRT exception date shall be greater than or

equal to 05/01/2009 and must always be the first day of the month.

20
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Finder’'s Fee Indicator:
Applicable only to the very first lease for Non-HUD families.
Select this checkbox to indicate that the PHA has assisted the Non-HUD
family to find a suitable housing unit.

Mover Fee Indicator:

Applicable only to the Non-HUD families.

Select this checkbox to indicate that the PHA has helped household find a

new unit due the problem with the first housing unit.

Indicator appears on 2" or subsequent leases after family has moved to

new location.

Mover Fee indicator cannot be selected if any one of the following is true:

1. Finder’s fee is already applied for the selected Household on the first
lease.

2. Mover Fee is already applied for the selected household on one of the
old leases.

3. The current lease has the same unit address as on the last lease.

Vacancy Payment Amount:
The PHA enter a vacancy payment amount;
The numeric $ value shall not exceed 2 times the lease rent amount if
there is >=2 months difference between vacancy payment date and
program end date; and
Or the numeric value shall not exceed 1 month of the lease rent amount if
the difference between the vacancy payment date and program end date
is < 2 months.

Vacancy Payment Date:
The PHA must enter a value in this field if the vacancy payment amount
has a value.
When the PHA enters date in this field, it must be equal to both the EOP
and Lease Termination date.
When the PHA enters valid values in both the vacancy payment amount
and date field, the household status is set to ‘Inactive’ when the household
details is saved.

Family Contacted Indicator:
The PHA will check this box to indicate that the PHA has contacted the
family.
Once indicator is checked, it can only be changed by the System
Administrator.

Family Agreed to Case Management Indicator:
The PHA checks this box when the Family has agreed to Case
Management.
Once this indictor is check, it can only be changed by the System
Administrator.

Landlord Signed HAP Contract Indicator:
The PHA selects this box once the Landlord has signed and returned the
HAP Contract. Once this indicator is checked, it can only be changed by
the System Administrator.
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HQS Inspection Date:
The PHA enters date that the HQS Inspection was completed.
Once this indicator is checked, it can only be changed by the System
Administrator.

Figure 28 - Family Eligibility Indicators, Landlord Signed Indicators, HQS
Inspection Date & Type and Quarterly Eligibility Dates

HQS Inspection Type:
This field is only applicable to DHAP-IKE Households.
When the PHA enters a HQS Inspection Date, the Inspection Type must
be selected.

Family Eligible for Continued Assistance Indicator:
This field is only applicable to DHAP-IKE Household
PHA selects this field once they have determined that the family is eligible
for continued assistance.

Continued Assistance Initial Eligibility Determination Date Field:
This date field is only applicable to DHAP-IKE Household
This field is displayed only when the Family Eligible for Continued
Assistance Indicator is checked.

Last Quarterly Eligibility Determination Date:
This date field is only applicable to DHAP-IKE Household
This field is displayed only when the Family Eligible for Continued
Assistance Indicator is checked.

Next Quarterly Eligibility Determination Due Date:
This field is displayed only when the Family Eligible for Continued
Assistance Indicator is checked.
This field is automatically generated by the system is the Higher of
[Continued Assistance Initial Eligibility Determination Date, Last Quarterly
Eligibility Determination Date] + 90 days.

End of Participation (EOP):
To end the family’s participation in the Disaster Assistance Program, the
PHA enters the End of Participation date when the family leaves the
program, and must select a reason in the EOP Reason field. If PHA
selects ‘Other’, an explanation must be provided in the comments section.
No new leases are allowed after the family has been EOP’ed.
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Figure 29 - End of Participation Date and Reasons

Program End Dates:
Program End Dates are determined by the combination of Disaster, Pre-
Disaster Program Type and New Program as given in the adjacent table.
All the leases must end on or before this date. Program End Dates are
managed by the Business Rules.

Criteria Program End Date

Pre-Disaster Program Type: MF, MR, PH, OH 06/30/2008
and HL

Pre-Disaster Program Type: VO 12/31/2007
New Program Type: DH 02/28/2009
New Program Type: DT 02/28/2009
New Program Type: D3 02/28/2009
New Program Type: D4 02/28/2009
New Program Type: D5 02/28/2009
New Program Type: D6 02/28/2009
New Program Type: D7 02/28/2009
New Program Type: D8 02/28/2009
New Program Type: D9 02/28/2009
New Program Type: D10 02/28/2009
New program Type: AH 12/31/2006

Table 2 - Program End Dates

14. Creating New Lease Records/Viewing Previous Lea se
Records

a) DIS will not allow any HAP Contract Effective Date prior to 2/1/2006.

b) Make sure current Lease information is completely entered and is valid.

c) Inthe Lease information section, enter information about new lease. Make
sure the New HAP Contract Effective Date is greater than previous HAP
Contract Termination Date.

d) When all new lease details have been filled in, click on “Save as New
Lease” button to save new information as next Lease record.

e) To verify that the new lease was created bring up the assistance details
screen again.
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f) At the bottom of the screen, an extra button with label “View Previous
Lease Record " will be displayed.

g) Click on “View Previous Lease Record " button to view previous lease
records.

Figure 30 - Saving New Lease record

Figure 31 - Viewing Previous Lease Record

15. Viewing Lease History and Historical Comment Re  cords

a) Atthe bottom of the screen, an extra button labeled “Lease History ” will
be displayed.
b) Click on the “Lease History " button to view household, member and
transaction data, for the selected lease, by archive dates
i.  On the new pop-up window, select an archive date via the “History
Date” dropdown and click the “View” button
ii. Click the red “X” to close window
c) At the bottom of the screen, a button labeled “Comment History ” will be
displayed.
i. Click the “Comment History ” button and a pop-up window will open
displaying all historical comments in chronological order
ii. Click the red “X” to close the window

Figure 32 - Lease History

24




DISASTER INFORMATION SYSTEM (DIS) APPLICATION USER GUIDE

1 — Introduction

Figure 33 - Viewing Lease History (Archive records)

Figure 34 - Historical Comments (Comment History)

Figure 35 - Viewing Historical Comments (Comment History)
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a)

b)

1 — Introduction

Fixing Input Errors in the Assistance Details F orm

When you press “Update Current Lease or Save as New Lease ” on the
main Assistance Details form, you may receive an error message “Please
correct x error(s) listed at the top of the page” similar to adjacent
figure.

To fix this, scroll to the top of the page to view the list of errors. Fix all the
errors and click the “Update Current Lease " or “Save As New Lease ”
again. Repeat until there are no further errors.

Figure 36 - Review the Errors at the Top of the Form

17.

Figure 37 - Review and fix listed Errors in the Form

Rolling back Lease/Assistance Record (HUD Super  Users

Only)

a)

b)

f)

Rollback functionality can be used to clear erroneous assistance details or
lease detalils.

For Users with Rollback privileges, the Household Lease/Assistance
details page will display “Rollback ” button at the bottom of the page.
Click this button to navigate to Rollback options.

Rollback options page will display all the lease records available for the
selected household.

Users may choose to rollback either the most recent lease record or all of
them. (The most recent lease record is displayed as the top row of the
table with light brown background.)

Click one of the Rollback buttons to rollback appropriate record. The
status of rollback will be displayed at the bottom of the page.

26




DISASTER INFORMATION SYSTEM (DIS) APPLICATION USER GUIDE

1 — Introduction

Figure 38 - Rollback Lease and Assistance Records

Figure 39 - Rollback Record Screen

18. Port Out

a) Port out functionality is used to move a household from one Receiving
PHA to Another.
b) Only a HA user that belongs to the current Receiving PHA can perform
Port Out.
c) Port Out process involves following steps:
1. Enter the lease termination date.
2. Select the Port Out button.
Click “OK” to accept message on the pop-up “Are you sure you
want to perform Port Out for this Household?”
3. Reassign to a new PHA and enter appropriate comments in the
comments section.
4. Click on the “Port Out” button to complete the process.

Figure 40 — Port Out Button
d) Port out process essentially creates additional blank lease with the new PHA.
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e) After successful port out current PHA user cannot edit the record. The record
modification privileges are now with the new PHA users.

Figure 41 - Port Out Process Message Box

Figure 42- Port Out Option Box

19. Viewing Records Already Assigned to a PHA

a) To search for a record already updated and assigned to a PHA, click on
the view and update details link at the bottom of the screen. Alternately,
you can also select the link “Assistance Details” located at the top to view
list of Households assisted by a PHA.

b) The PHA Search screen displayed will be empty. Search and select for a
PHA by clicking on the “Search for PHA Information ” button.

c) Select SSN link for the required record from the list displayed to view/edit
the details of assistance.

28




DISASTER INFORMATION SYSTEM (DIS) APPLICATION USER GUIDE

1 — Introduction

Figure 43 - Click on One of the SSN Links to View Records Assigned to PHA

20. Adding/Approving New Households

DIS provides a functionality to add new households to the system. Every new
household added to the system needs to be approved by a HUD User with
Super user rights.

a) Click on the “Add Households ” tab to access the Add/Approve New
Household option.

Figure 44 - Click on “Add Households” link to view the options

b) Guest users will be directly taken to the “Add Households” form.
However, Guest users will not have privileges to add households.

c) HA users would typically see the top two buttons as indicated in the
above figure.

d) SUPER users and HUD users would see all the options as displayed
in the figure below.

The following pages describe the New Households Addition and Approval
processes in details.
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Figure 45 - Add/Approve Households — Options

Entering New Household

Click the “Add New Household ” button from the previous screen to
navigate to the new household data entry screen.

Guest users are directly taken to this screen when they click the page link

“Add New Households”. However, Guest users will have “Read-Only”
access on this page.

Figure 46 - Add New Household Screen
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b) Pre Disaster Program Type field has 24 options to choose from as shown
in the figure below:

Figure 47 - Pre Disaster Program Types

c) Guest users cannot add “HL-CPD (Homeless)”, so this option will not be
displayed in the guest users’ screen.

d) The Initial PHA is required when Program Types “PH” and “VO” are
selected.

e) The verifying PHA and the PHA verification and Screening Results are
required when Program Type “HL-CPD” is selected. PHA verification
options will appear on the screen as shown in adjacent figure when “HL-
CPD” is selected.

Figure 48 - PHA Verification and Screening results fields for HL-CPD
households.
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The process to add “HL-CPD” households is described in details on following
pages.

f) To add households with the other pre-disaster program types listed, enter
the required data and click “Add Household ” button. Correct any
validation errors displayed at the top of the page and submit the data
again.

g) Household data submitted will be put into an approval queue and added to
the system after HUD Super user approves it.

22. Entering Data for HL-CPD (Homeless) Households
(HA/HUD/Super Users)

Only PHA users are authorized to add households with pre-disaster program
type “HL-CPD”.
a) HL-CPD household data entry requires three additional fields as shown
in the adjacent figures along with Verifying PHA.

Figure 49 - HL-CPD Options

b) Users must indicate the status of PHA Verification and Screening
process.

c) HL-CPD households DO NOT follow the formal approval process
required for all other Pre Disaster Program types.

d) If the PHA verification and Screening results indicate that the
household is eligible, the household is implicitly approved, the
household data is immediately available for assistance.

e) If the PHA verification and Screening results indicate that the
household is ineligible, the household is implicitly rejected.

f) Users can choose to enter the PHA verification results later. Those
records would be held in pending status.

g) The approval queue will display the pending HL-CPD records but
would not allow the select them.

h) The PHA verification details for pending HL-CPD households can be
modified using the button “Update PHA Verification Details " available
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on the main Add Households options page as shown in the adjacent
figure.

Figure 50 - Update PHA Verification Details’ Option

Approving or Rejecting New Household Record (HU D
Super Users)
Approve/Reject Household functionality is only avai lable to HUD Super

users granted the authority to approve or reject th e family addition.

a) Select “Approve/Reject Households ” from Main Add household
options pages to navigate to the approval page.

Figure 51 - Approve/Reject Households Option

b) Approval/Rejection page provides search functionality to search for
pending households by SSN, First Name or Last Name.

c) At least one of the following fields is required while searching the
records:

- SSN
- Last Name
- First Name.

Users can view all the pending households using button “Show All
Households Pending Approval ”. Retrieving all the pending records may
take long time depending on the total number of pending records.
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d) If an SSN is entered, it must be 9-digit numeric value. For faster results

enter at least 3 characters of First Name or last Name.

24.

Figure 52 - Pending Household List

e) To approve or reject a household, select the checkbox displayed next
to the SSN number column in the search results and click appropriate

button (“Approve " or “Reject”
f) Pending “HL-CPD” records do not require formal approval. These

records will have crossed out checkboxes, which cannot be selected.

g) Press “Cancel” button to go back to the main options page.

Reset Rejected Households Status (Only for HUD  and
Super Users)

Only HUD Super users who have been granted the auth  ority to
approve or reject households can reset the status o f the Add
Household record.

a) This functionality is used to reset the status of the rejected households
back into the approval queue.

b) Select “Reset Rejected Households’ Status " from Main Add household

options pages to navigate to the “Reset status’ page.
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Figure 53 - Approve/Reject Households Option

c) Search for rejected households by the 9-digit SSN or at least 3 characters
of the First Name or Last Name. Click “Search Rejected Households .

d) Users can also view all the rejected households by clicking the “Show All
Rejected Households ” button.

Figure 54 - Rejected Households List

Retrieving all the records may take long time depen  ding on the total
number of rejected records.

e) To reset a household, select a/the record returned in the search results

and click “Reset Status to [Pending] .
f) Press “Cancel” button to go back to the main options page.

25. Modifying PHA Verifications Results for HL-CPD
Households

Only HUD Super Users who have been granted the auth  ority to approve
or reject households can update the status of PHA V  erification Details.
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a) This functionality allows users to modify the PHA verification results of the
newly added HL-CPD (Homeless) households.

b) Click on “Update PHA Verification Details " button on the main page to
navigate to HL-CPD households’ list page.

Figure 55 - Modify PHA Verification Details Option

c) Select “Reset rejected households’ Status” from the Main Add household
options pages to navigate to the ‘Reset status’ page.

d) To search for the HL-CPD record, enter 9 digits SSN or least 3 characters
of the Last Name or First Name. Click ‘Search “HL-CPD’ Household'.

e) Users can also view all the rejected households using button “Show All
HL-CPD Households”.

Retrieving all the records may take long time depen  ding on the total

number of records.

Figure 56 - HL-CPD Households List

f) This page displays only those “HL-CPD” records for which the PHA
Verification and Screening details are incomplete.
g) Select a record using radio button provided within search results and click
on “Modify PHA Verification Details .
h) The Actual modification page allows changes in following three fields:
Verification Status
Verified By
Case Management By
The remaining household data will be presented as read-only.
i) Press the “Cancel” button to abort the request and go back to the
previous page.
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Figure 57 - PHA Verification and Screening Details Changes

26. DIS Reports

a) Click on the Report tab to open the Report Screen.
b) There are two types of Reports available:

New Households Report

All Transaction Report

Figure 58 - Click on Report tab to Open Report Page

27. Running All Transaction Report

a) Click on the Report tab.

b) Click on the All Transaction Report at the top of the page.

c) Click on “Click here to Search and Select PHA " to select the PHA to
report on.

d) Once the PHA is selected, select Disaster, Pre Disaster Program Type
and New Program Type, with at least one of the dropdown options set to
“All”.

e) Check the desired boxes of the fields to view on the report.
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Figure 59 - Transaction Report Filters

f) When all the fields that should be in the report are added, click the “Show
Report” button. The generated report will open in a new Browser window.

g) Print, Save, or Copy the report as required.

h) To go back to the DIS system, close the Report Window.

i) The report can also be viewed as an excel spreadsheet. Click the
“Download into Excel ™ button.
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Figure 60 - The New Report opened in a new browser window

Figure 61 - The Report as an excel spreadsheet

28. Running New Households Status Report

a) To view the status of Newly Added Households click on the Reports tab.
b) Then select the ‘New Household Report’ link.
c) Under “Select View” user has the options to view any of the following
reports:
Approved Records
Rejected Records
Pending Records
d) Then click “View Report ” button.
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e) Report can also be downloaded into Excel by clicking on “Download into
Excel” button.

Figure 62 - New Households Status Report
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System Admin Functionality

29. Data Corrections (DIS Administrators or Super U  sers Only)

a) Select “Admin " tab from the top of the list to access the DIS Admin options page.
b) The page lists various data correction options:
Activate/Inactivate Household Record : This functionality allows you to
activate or inactivate a household record.
Correct Household Information : This functionality allows you to modify
the following household fields: Name, Gender, Date of Birth, Disaster
program Code, Pre-Disaster Address, Initial PHA and Old Program Type.
To correct the SSN please use the action provided below.
Correct Household SSN : Use this action to correct the erroneous Social
Security Number of a household.
Replace head of household : Use this action to replace head of household
(for a leased up family) by selecting existing family member.
Modify Eligibility Questionnaire.
Change Pre Disaster Program Type : This functionality allows Admin
users to change the HUD Family or Household to a Non-HUD Family with
New Program Type “FE” and “FT".
Add or Change FEMA Information : Use this function to Add or Update
the FEMA ID, HUD Load and FEMA Referral Dates

Figure 63 - DIS Admin Data Correction Options
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30. Activate/lnactivate Household Record

a) Select “Activate/Inactivate Household Record ” function from the Admin page.
b) Search a household for status modification on the Search page.

c) Select a household.

d) Modify the household record status and Click “Submit .

e) To view historical comments, click the “Comment History ” button

Figure 64 - Activate/Inactivate Household Screen
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Figure 65 - Activate/Inactivate Comment History

Figure 66 - Viewing Activate/Inactivate Historical Comments

Note: For a household that was inactivated through the eligibility
guestionnaire, record activation is a two-step proc ess.

f) Activate the household record through “Activate/Inactivate Household Record
Admin function.

g) Reset the eligibility questionnaire through “Modify Eligibility Questionnaire
Admin function.
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Correct Household Information

a) Select “Correct Household Information " function from the Admin page.

b) Search a household for information correction on the search page.

c) Select a household to modify the information.

d) Modify the household data and Click “Save Updated Household Information

e) If validation errors are displayed correct the errors with valid inputs and save
again.

Note: The following fields cannot be corrected or chang ed using this
functionality:

Pre Disaster Program Type

Disaster Program Code

There is limited Change Pre Disaster Program Type functionality using “Change Pre
Disaster Program Type” in Section 3.37 Page 41: Change Pre —Disaster Program
Types to Non-HUD.

Figure 67 - Correct Household Information Screen
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Correct Household SSN

Select “Correct Household SSN " function from the Admin page.

Search a household for SSN correction on the search page.

Select a household to modify the SSN.

Enter the new SSN value and click “Submit Corrected SSN .

If validation errors are displayed correct the errors with valid inputs and save
again.

To view historical comments, click the “Comment History ” button

Figure 68 - Correct Household SSN Screen
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Figure 69 - Correct Household SSN Comment History

Figure 70 - Viewing Correct Household SSN Historical Comments
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Replace Head of Household

Select “Replace Head of Household ” function from main Admin page.

Search a household of a family for which to replace the Head of the family.
Select a household.

Select a new Head of household from existing family members and click “Submit
New Head of Household".

If validation errors are displayed, correct the errors and save again.

To view historical comments, click the “Comment History ” button

Figure 71 - Replace Head of Household
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Figure 72 - Replace Head of Household Comment History

Figure 73 - Viewing Replace Head of Household Historical Comments
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Modify Eligibility Questionnaire

Select “Modify Eligibility Questionnaire " function from the Admin page.
Search a household for Eligibility Questionnaire correction on the Search page.
Select a household to modify the information.

Select “Reset Eligibility Questionnaire " to open the questionnaire for PHA
users.

Select “Correct Eligibility Questionnaire " to correct eligibility status.

Click “Submit Corrected Questionnaire " button to save the changes.

If validation errors are displayed correct the errors with valid inputs and save
again.

Figure 74 - Correct Eligibility Questionnaire Form
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Change Pre Disaster/New Program Types to Non-HU D

NOTE: The Change Pre Disaster/Program Type functionalit  y can also be

accomplished using the Bulk Upload Insert/Update fu nction.

a) Select “Change Pre Disaster Program Type ” function from the admin page.
b) Search for a HUD household to change Pre Disaster Program Type.
c) Select a household to modify the information.
d) Click on the “New Pre Disaster Program Type” dropdown.
e) Select one of the following options:

1. FE — Non-HUD Families

2. FT —Non-HUD Families (Phase 2)

3. F3 —Non-HUD Families (Phase 3)

4. F4 — Non-HUD Families (Phase 2B)

5. F5 - Non-HUD Families (Phase 2C)

6. F6 — Non-HUD Families (Phase 2D)

7. F7 —Non-HUD Families (Phase 2E)

8. F8— Non-HUD Families (Phase 2F)

9. F9 — Non-HUD Families (Phase 2G)

10. F10 — Non-HUD Families (Phase 2H)

f) Click “Submit ” to save the changes.
g) If validation errors are displayed correct the errors with valid inputs and save
again.

Figure 75 - Change Pre Disaster Program Type
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36. Add or Change FEMA Information

NOTE: The FEMA ID is the only REQUIRED item on this scr  een. It will be
pre-populated if it currently exists on the househo Id record in the database.

a) Select “Add or Change FEMA Information ” function from main Admin page.
b) Search a head of household to add or update FEMA related information

c) Enter FEMA Referral Date and/or HUD DIS Load Date in mm/dd/yyyy format
d) Enter valid FEMA ID

e) Click on the “Submit Updated Household Information  ” button

Figure 76 - Add or Update FEMA 1D, HUD LOAD & FEMA Referral Dates

37. Bulk Inserts/Updates

a) Select the Admin Tab then click on the “Bulk Inserts/Updates ” link on the top of
the page.
b) The page has 3 sections:

- Bulk Data Add/Update Options : This functionality allows you to upload
excel or CSV files to insert new records or update existing data in the DIS
Household, Member or Transaction tables.

Check Status of Uploaded files : This functionality allows you to see the
status of uploaded files.

Download File Templates : Use this action to download excel or CSV
Templates to enter data to insert new or update existing DIS Household,
Member or Transaction records.
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Figure 77 - Bulk Inserts/Updates

38. Bulk Upload — Download File Templates

a) To download an excel or CSV template, go down to the “Download File
Template™ section, under “Template Name” choose the type of file template
needed from the list:

Update Household Information

Update Member Information

Update Transaction Information

Add New Household records

Add New Member records

Add New Transaction records

ok wnE

b) Select corresponding Excel or CSV “Template Type” for the Template Name
selected.

c) Save the Template to the local C: drive.

d) Enter all necessary information for the Household, Member or Transaction
records being updated or inserted.
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Note: For all Bulk Adds and Updates the following colum ns in are yellow
and are required in the respective templates:

1. Add New/Update Household Records:
ssn_head (HOH SSN)
dstr_num (Disaster Number)
old_family_category (Pre Disaster Program Type)
fema_id (FEMA ID)

2. Add New/Update Member Records:
ssn_head (HOH SSN)
mbr_number (Member Number)
dstr_num (Disaster Number)

3. Add New/Update Transaction Records
ssn_head (HOH SSN)
dstr_num (Disaster Number)
rec_pha_ind (Receiving PHA Indicator)
new_program_type (New Program Type)
transaction_id (Transaction ID)

Figure 78 - Bulk Upload Add/Update Household Excel Template
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39. Bulk Upload — Bulk Data Add/Update Options

a) To upload an excel or CSV template, go to the “Bulk Data Add/Update
Options " Select one of the following:

Update Household Information
Update Member Information
Update Transaction Information
Add New Household records
Add New Member records

Add New Transaction records

ok wnE

b) The Data file uploads pages opens.
c) Click on “Browse " button to select the file to be uploaded.

Note: This type of upload will only update values that are “NULL". To
overwrite existing values check the “Blind Updates? " box.

d) Click on “Upload File ” button.

Figure 79 - Bulk Data File Upload

For more detailed instruction on Bulk Upload/Update Functionality, please refer
to Appendix B on page 85 of this User Guide

40. Bulk Upload — Check Status of Uploaded Files

a) To check the status of uploaded files go to the “Check Status of Uploaded
Files” section.

b) Click on the “Status of Uploaded Files >> ” button, the File upload Status page
opens up.
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c) The Status page displays the status of all uploaded files in the following
Columns:

File Name : Click on this link to download or view the original file uploaded.
Admin Task : Informs users the type of task requested.
File Status : Informs users about the file status:

1. File is pending further processing
2. File has been uploaded and processed successfully
3. Invalid file uploaded

Figure 80 - Different Types of File Status

55



DISASTER INFORMATION SYSTEM (DIS) APPLICATION USER GUIDE

3 — System Admin Functionality

Detail Report View : Click on this link to view detailed status report. This
opens up the File Details screen which the following columns:

1. Record Num.

2. Record Status which will be ‘Processed’ or ‘Exception’.

3. Error Description which gives the description of the Exception error.

Detail Report Download : Click on this link to download the Detailed Status
Report for a particular file in an excel spreadsheet format.

Figure 81 - Bulk Addition/Updates

For more detailed instruction on Bulk Upload/Update Functionality, please refer
to Appendix B on page 85 of this User Guide

41. Business Rules Template

a) Select the Admin Tab, click on the “Business Rules Template ” link on the
top of the page.
b) The page list 4 options:

1. Add New Disaster : This action is used to add a new disaster to the DIS
System.

2. Add Pre or New Program Type : This action is used to add a Pre Disaster
or New Program Type.

3. Associate Pre or New Program Type : This action is used to map or
associate a Pre Disaster Program Type with a New Program Type.

4. Set/Edit Business Rules for Pre and New Program Typ  es: This action
is used to set the business rules or options for a Pre Disaster and New
Program Type combination.
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Figure 82 - Main page for Business Rules Template

Add New Disaster

a) Select the Admin Tab, click on the ‘Business Rules Template ' business link
on the top of the page.

b) Click on the ‘Add Pre or New Program Type ' button on the Business Rules
Template page.

c) Click on the ‘Add New Disaster ’ link on the top right corner of the page.

Figure 83 - Disaster List Page

d) Enter all necessary information:

Note: You cannot use a Disaster Name that already exist s on the Disaster

List page.

e) If the value entered in the “No. of States Affected” field is more than 1, a pop-
up box is displayed, “Do you want to proceed?” Click “OK” button to continue.

f) Enter the states affected and the desired Disaster code for each state.
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g) Click “Save” to create the new disaster.

43.

Figure 84 - Add New Disaster

Add Pre or New Program Type

a) Select the Admin Tab, click on the “Business Rules Template ” business link
on the top of the page.
b) Click on the “Add Pre or New Program Type ” button on the Business Rules
Template page.
c) Enter a Program Type code and Program Type Name.
d) Select one of the two applicable Program Types:
- Pre Disaster Program Type : Click on the “Pre Disaster Program Type
radio button to create a Pre Disaster Program Type.
New Program Type : If this program type is selected, the ‘Select Family
Type’ and the ‘Select PHA Type Code’ options are disabled.

Figure 85 - Add Pre or New Program Type

e) Select Family Type: Family types can be as follows:
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FEMA: The Pre Disaster Program Type for this family type will set as
FEMA.
HUD: The Pre Disaster Program Type for this family type will set as HUD.
NONE: There are no pre-defined formulas for the NONE family type.
f) Select a PHA Type Code: This option is only available if Family type is “HUD”
or “NONE”". This option will be grayed out for FEMA Family Type.
g) Click “Save” to create a new Pre Disaster or New Program Type.

Associate Pre and New Program Types

a) Select the Admin Tab, click on the “Business Rules Template ” business link
on the top of the page.

b) Click on the “Associate Pre and New Types ™ button on the ’Business
Rules Template ” business link on the top of the page.

c) From the dropdown list the select the following:
I. The Disaster to associate the Pre Disaster and New Program Type to.
ii. The Pre Disaster Program Type to be associated.
iii. The New Program Type to be associated.

d) Click “Save” to associate the Disaster, Pre Disaster and New Program Types
selected above.

45.

Figure 86 - Associate Pre and New Program Type

Set Business Rules for Pre and New Program Type s

a) Select the Admin tab, and then click on the “Business Rules Templates ”
business Link at the top of the page.
b) Click on the “Set/Edit Business Rules for Pre and New Program Typ  es” on
the on the “Business Rules Template ” page.
c) From the dropdown list select the Disaster, Pre Disaster and New Program
combination to set the Business Rules for.
d) Lease Information Required Indicator:
If this option is checked , the Disaster, Pre Disaster and New Program
Type combination selected above will display Lease information section
on the Household Details page.
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If the option is unchecked , the Disaster, Pre and New Program Type
combination selected above will NOT display lease information on the
Household details page. The Remaining options on the Set Business
Rules page will be grayed out.

Figure 87 - Lease Information is NOT checked (Top view)

Figure 88 - Lease Information is NOT checked (Bottom view)

60



DISASTER INFORMATION SYSTEM (DIS) APPLICATION USER GUIDE

e)

f)

g)
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Is Eligibility Questionnaire Required? : This field determines if the Disaster,
Pre Disaster and New Program Combination would go through the Eligibility
Questionnaire to determine Household eligibility.
If “Yes” is selected, all households assigned to this combination need to
go through the eligibility questionnaire to determine eligibility.
If “No” is selected, all households assigned to this combination would
NOT need to go through the eligibility questionnaire to determine eligibility.
Available for Selection on Screen : This field determines if the Pre Disaster
or New Program Type selected for combination would be available for
selection on the Household Details page.
If “Yes” is selected, the Pre Disaster and New Program Types would be
available for selection on the Household Details pages in the program type
dropdown list.
If “No” is selected, the Pre Disaster and new Program Types fields will
only display these program types selection above, fields be locked and
grayed out.
Select Family Type (HAP Formula) : This field determines what family type
the Disaster, Pre Disaster and New Program Type combination will be set to
and which HAP formula would apply for to this Family Type:

HUD: If this option is selected, the fields applicable to calculate the
HUD HAP formula are automatically checked. The user can also select
other fields that not automatically checked. All selected fields would be
displayed on the Household Lease page.

Figure 89 - HUD (Family Type) HAP Formula
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FEMA: If this option is selected, the fields applicable to calculate the
FEMA HAP formula are automatically checked. The user can also
select other fields that not automatically checked. All selected fields
would be displayed on the Household Lease page.

Figure 90 - FEMA (Family Type) HAP Formula

NONE: There are no pre-defined HAP formulas for this option or family
type. All the fields are available for the user to define and select and
would be displayed on the Household Lease page.

Figure 91 - NONE Family Type

h) Keep Lease Date fields locked? : This field determines if the Lease Date
fields will be locked on the Household lease page:
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If “Yes” is selected, the Lease date fields will be locked or grayed out
and will NOT be available for edit on the Household lease page.
If “No” is selected, the Lease date fields will be available for edit on the
Household lease page.
Keep Lease Unit Address fields locked? : This field determines if the Unit
Address fields will be locked on the Household lease page:
If “Yes” is selected, the Unit Address fields will be locked or grayed out
and will NOT be available for edit on the Household lease page.
If “No” is selected, the Unit Address fields will be available for edit on
the Household lease page.
Program Begin Date: Enter the Program Begin Date in mm/dd/yyyy
format for the Disaster and Program association selected above. The
HAP Contract Effective date for this association cannot be less than
the Program Begin Date.
Program End Date : Enter the Program End Date in mm/dd/yyyy format for
the Disaster and Program association selected above. The HAP Contract
Termination Date for this association cannot be greater the Program End
Date. The Program End Date will also be displayed on the Household Lease
page.
End of Participation fields applicable? : This field determines if the Disaster
and Program Types association will show the End of Participation fields on
the Household Lease page.
If “Yes” is selected, The End of Participation Fields will be displayed
on the Household Lease page for the Disaster/Program Types
association.
If “No” is selected, the End of Participation Fields will NOT be
displayed on the Household Lease page for this Disaster/Program
Types association.
Port-out allowed?: This field determines if the Disaster/Program Types
association will display the Port out option on the Household Lease page.
If “Yes” is selected, the Port-out button will be displayed on the
Household Details page.
If “No” is selected, the Port-out button will NOT be displayed on the
Household Details page.

Figure 92 - Business Rules Options
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m) Other applicable data entry fields : This option determines which fields in
this section will be displayed on the Household Lease page for the
Disaster/Program Types association. The fields selected in the section is also
affected by the Family Type (HAP Formula) selected above.

i. FEMA: If FEMA HAP formula is selected above, the same options are
automatically checked as they required for this Family Type.
Family Contacted Indicator
Family Agreed to Case Management Indicator
Landlord Signed HAP Contract Indicator

Figure 93 - Other applicable data entry fields for FEMA Family Type

ii. HUD and NONE: If the HUD or NONE Family type is selected above,
no fields are pre-defined for the family type. However, ‘Family
Contacted Indicator’ has to be checked to select either the ‘Family
Agreed to Case Management Indicator’ or ‘Landlord Signed HAP
Contract Indicator’ or both.
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Figure 94 - Other applicable data entry fields for HUD and NONE Family Types

n) Click “Save” to set the business rules for the selected Disaster/Program
Types association.
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46. Edit Business Rules for Pre and New Program Ty  pes

a) Select the Admin Tab, click on the “Business Rules Template ” business link on
the top of the page.

b) Click on the “Set/Edit Business Rules for Pre and New Program Typ  es” on
the “Business Rules Template ” page.

c) From the dropdown list select the Disaster, Pre Disaster and New Program Type
association to edit the Business Rules. Once the selection is made, the page
displays the current settings for the Disaster-Program Types association. Most of
the options maybe unavailable for edit based on the following:

If no data exists for the selected Disaster-Program Types association (i.e. if
no household has been added to this Disaster-Program Types association),
then all the fields will be available for edits. Make the necessary edits and
click “Save” to submit the corrections.
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Figure 95 - Edit Business Rules (All fields available)

If data exists for the selected Disaster-Program Types association (i.e. if one
or more households have been added using this Disaster Program Types
association), then all the fields will be grayed out except the Program Begin
and End Date fields. Make the necessary edits to the Program Dates and
then click “Save” to submit the corrections.
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Figure 96 - Edit Business Rules (Most fields grayed out)
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47. Add Dynamic Data fields

a) Select the Admin tab and then click on the “Dynamic Data Fields ” business link
at the top of the page to open the Dynamic Data entry page.

Figure 97 - Dynamic Field Data Entry Fields

b) Click on the “Add / Modify / Delete New Dynamic Fields ’ button to display the
“New Dynamic Fields list " page.

c) Click on the ‘Add New Dynamic Field’ link at the top right corner of the page to
display the New Dynamic Field Definition page.

Figure 98 - New Dynamic Fields list page

d) There are seven (7) types of Dynamic fields that can be created:
1. Date: To create a dynamic Date field, select the “Date” radio button. Enter the

following information:
New Field Name .
Default Date (Optional): Enter in mm/dd/yyyy format. This value will be
automatically pre-populated into the dynamic fields on the Household
Lease page.
Min Allowed Date : Enter the minimum allowed date in mm/dd/yyyy
format.
Max Allowed Date : Enter the maximum allowed date in mm/dd/yyyy or
this field can be set to current date by selecting the ‘Current Date’
checkbox.
Click “Save New Field Definition ” button to save the new dynamic field.
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Figure 99 - Create Dynamic Date field

2. Numeric : To create a dynamic Numeric field, select the “Numeric’ radio button.
Enter the following information:
New Field Name .
Default Value (Optional): Enter a rounded value e.g. 999999. This value will
be automatically pre-populated into the dynamic field on the Household Lease
page.
Min Allowed Value : Enter the rounded maximum value allowed.
Max Allowed Value : Enter the rounded maximum value allowed.
Click “Save New Field Definition ” button to save the new dynamic field.

Figure 100 - Create Dynamic Numeric field

3. Text: To create a dynamic Text field, select the “Text” radio button. Enter the
following information:
New Field Name .
Default Text : (Optional) Enter a text would be automatically pre-populated
into the dynamic field on the Household Lease page.
Max Text Length : The length of the text can be 1-255 characters.
Click “Save New Field Definition ” button to save the new dynamic field.
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Figure 101 - Create Dynamic Text field

4. Indicator: To create a dynamic Indicator field, select the “Indicator ” radio button.
Enter the following information:
New Field Name .
Default Value: Check ‘Selected’ field if you want this dynamic field
automatically checked on the Household Lease page. If uncheck, this field will
appear uncheck by default on the Household Lease page.
Click “Save New Field Definition " button to save the new dynamic field.

Figure 102 — Create Dynamic Indicator field

5. Memo: To create a dynamic Memo field, select the “Memo” radio button.
Enter the following information:
New Field Name .
Default Text : Enter the text that you want displayed as the dynamic field.
Click “Save New Field Definition ” button to save the new dynamic field.

Figure 103 — Create Dynamic Memo field
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6. Dropdown : To create a dynamic Dropdown field, select the “Dropdown ” radio

button. Enter the following information:

- New Field Name .
Dropdown Value : Enter the 1% value that you want displayed in the
dropdown box. (e.g.: Female).
Code: Enter the 1% code/value you want to associate the 1% dropdown value
with. (e.g.: 1).
Default Selected checkbox: Check this box ONLY if this is the value you
want displayed on the Lease page as the default when the Dropdown field is
displayed.
Click “Save Dropdown Value ” button to save the new dynamic field with the
code and value combinations. This will be displayed in the vertical box.

NOTE: To add additional dropdown values, continue to ente r the
Dropdown Value and its associated Code and click th e “Save Dropdown
Value” button. When finished, click the “Close” bu tton.

Figure 104 - Create Dynamic Dropdown field

7. Radio Button : To create a dynamic Radio Button field, select the “Radio
Button ” radio button. Enter the following information:
New Field Name .
Radio Button Description
Code: Enter the code to be associated with the radio button.
Default Selected checkbox: Check this box ONLY if this is the value you
want displayed on the Lease page as the default when the Radio Button field
is displayed.
Click the “Save Radio Button " button to save the new dynamic field.
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Figure 105 — Create Dynamic Radio Button field

48. Modify Dynamic Data fields

a) Select the Admin tab, and then click on the “Dynamic Data Fields ' business link
at the top of the page to open the Dynamic Data entry page.

b) Click on the “Add / Modify / Delete New Dynamic Fields ” button to display the
“New Dynamic Fields list " page.

c) Search for the dynamic field to be edited. The “Edit” should be displayed on the
Edit / Delete / Remove Association column. If not displayed, it is based on the
following:

No data exists for the selected Dynamic Field (i.e. this dynamic field has
NOT been saved for any household on the Lease page) and then the
dynamic field will be available for edits.

Data exists for the selected Dynamic Field (i.e. this dynamic field has been
saved for any household on the Lease page) and then the dynamic field will
NOT be available for edits.

Figure 106 — Edit Dynamic Fields

d) If the “Edit” link is available, select it to display the “Edit Dynamic Field
Definition ” page. Note that the data type of a dynamic field cannot be changed
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(e.g. a dynamic date field type cannot be change to a dynamic numeric field
type). The “Field Type” option will always be locked.

Figure 107 - Edit Dynamic field Definition

e) Make the necessary changes to the dynamic field values and click the “Update
Dynamic Field values ” button to submit the corrections.
f) To edit the values for the Dropdown and Radio Button dynamic fields, follow

the instructions on the page.

Figure 108 - Edit Dropdown and Radio Button Dynamic field Values
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Associate New Fields with Program Types

Select the Admin tab and then click on the “Dynamic Data Fields " business link
at the top of the page to open the Dynamic Data entry page.

Click on the “Associate New Fields with Program Type " button.

Select the Disaster from the dropdown list.

Select the Program (PRE-NEW) to associate the dynamic data fields to from the
dropdown list. Once this selection is made, all dynamic fields available for
association are displayed below in the “Select applicable (new) dynamic data
fields and their options " section of the screen. Dynamic fields can be link to as
many Disaster/Program Types associations as possible. Simply select the
Program (Pre New) to be linked to.

Figure 109 — Associate Fields with Program Type

e) Click on the Dynamic field to be associated to the Program Types and the

options for that dynamic field are displayed.

f) Select the applicable options. There are three options to select:

1. Field must be valued? : If this option is checked, then on the Household
Lease page, this field must have a value to save the Lease.

2. Permanently lock this field : If this option is checked, then this field will be
locked or grayed out on the Household Lease page. Note that if the both the
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“Permanently lock this field " and the “Field must be valued? ” options are
selected, then a default value must already exist for this field.
3. This Field is applicable to : There are three choices for this option:
First Lease Only : When this option is selected, then the dynamic field will
be display on the first lease.
All leases EXCEPT the first lease : When this option is selected, then the
dynamic field will only be displayed from the second lease.
All leases (No exceptions) : When this option is selected, then the
dynamic field will show up for all leases.
g) Click on the “Save New Dynamic field " button to save the dynamic field to the
Program Types association.

Figure 110 - Select Dynamic field options

Delete Dynamic Data fields

a) Select the Admin tab and then click on the “Dynamic Data fields ” business link
at the top of the page to open the Dynamic Data entry page.

b) Click on the “Add / Modify / Delete New Dynamic Fields’ button to display the
“New Dynamic Fields list” page.

c) Search for the dynamic field to be edited. The “Delete” should be displayed on
the Edit / Delete / Remove Association column. If not displayed, it is based on the
following:

- No data exists for the selected Dynamic Field (i.e. this dynamic field has
NOT been saved for any household for the specific Disaster/Program Types
association) and then the dynamic field will be available to delete.

Data exists for the selected Dynamic Field (i.e. this dynamic field does HAS
any saved records the specific Disaster/Program Types association), then the
dynamic field will NOT be available delete.
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To delete a dynamic field permanently, select the “Delete” link and respond to
the pop-up window question.

Figure 111 - Delete Dynamic Field List

Figure 112 - Deleting a Dynamic field

Remove Dynamic Data field Associations

Select the Admin tab and then click on the “Dynamic Data fields ” business link
at the top of the page to open the Dynamic Data entry page.

Click on the “Add / Modify / Delete New Dynamic Fields’  button to display the
“New Dynamic Fields list” page.

Search for the dynamic field whose association is to be removed. The “Remove
Association " link should be displayed on the Edit / Delete / Remove Association
column.

To remove a dynamic field from association with a specific disaster and program
type, click the “Remove Association ” link and then select the disaster and
program type combination.
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Figure 113 — Deleting Dynamic Field Association
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Bulk Upload Dynamic Field Data Values

a) Select the Admin Tab and then click on the “Bulk Upload Dynamic Data ”

business link on the top of the page.

b) The page has 3 sections:

Bulk Data Add/Update Dynamic Field Values Options  : This functionality
allows you to upload Excel files to add new values or update existing data
values in the Dynamic Fields.

Check Status of Uploaded files : This functionality allows you to see the
status of uploaded files.

Download File Templates : Use this action to download excel templates to
enter data to add new or update existing dynamic field data values.

53.

Figure 114 — Dynamic Data Field Values Bulk Adds/Updates

Bulk Upload Dynamic Field Data Values — Downloa d File
Templates

a) To download an excel template, go down to the “Download File Templates ”
section, under “Template Name ” choose the type of template required from
the list:

Add New Dynamic Field Values
Update Dynamic Field Values Information

b) Select corresponding excel “Template Type ” for the “Template Name ”
selected.

The “Download Dynamic Field Values Template " page opens with additional

instructions that must be precisely followed for the upload to work.
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Figure 115 - Dynamic Data Field Values Bulk Adds/Updates

NOTE: The excel templates are generated based on the dyna  mic fields that are
pre-associated with the Disaster, Pre-Disaster Prog  ram and New Program Type
combinations.

For additional detailed instructions on the Dynamic Data Field Values Bulk
Upload Functionality, please referto  Appendix C on page 92 of this User Guide

c) Select Disaster / Pre Disaster Program / New Program Type
d) If no dynamic fields are selected to be associated with the combination
selected, the template will not be downloaded or opened.

Figure 116 - No Dynamic Field Pre-Associated
e) If there are existing dynamic fields pre-associated with the combination

selected, select the “Download Dynamic Fields Template ” button and follow
the SPECIAL INSTRUCTIONS.
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Figure 117 - Template Download with Dynamic Fields Pre-Associated

NOTE: The excel templates are generated based on the dyna  mic fields that are
pre-associated with the Disaster, Pre-Disaster Prog  ram, and New Program Type
combinations.

Figure 118 - Dynamic Field Excel Template

54. Bulk Upload Dynamic Field Data Values — Add/Upd  ate Dynamic
Field Values Options
a) To upload an excel template, go to the “Bulk Data Add/Update Dynamic
Field Values Options ” and select one of the following options:
Add New Dynamic Field Values
Update Dynamic Field Values Information
b) Click on the “Proceed to File Upload ™ button.

c) The File Upload page opens.
d) Click on the “Browse ” button to select the file to be uploaded.
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Note: This type of upload will only update values that are “NULL". To
overwrite existing values check the “Blind Updates? " box.

e) Click on “Upload File ” button.

*** Please note the Excel Template Instructions tha  t must be followed for the add
and/or update of the dynamic data field valuestow  ork.

Figure 119 - Dynamic Bulk Data Field Values Add/Update File Options

For additional detailed instructions on the Dynamic Data Field Values Bulk
Upload Functionality, please referto  Appendix C on page 92 of this User Guide

55. Bulk Upload Dynamic Field Data Values — Check S  tatus of
Uploaded Files

a) To check the status of uploaded files go to the “Check Status of Uploaded
Files” section.
b) Click on the “Status of Uploaded Files >> ” button, the File Upload Status page
opens up.
c) The Status page displays the status of all uploaded files in the following columns:
- File Name : Click on this link to download or view the original file uploaded.
Admin Task : Informs users the type of task requested.
File Status : Informs users about the file status:
1. File is pending further processing
2. File has been uploaded and processed successfully
3. Invalid file uploaded
Upload Date Time : Displays date and time the upload took place.
Upload User : ID of the person that uploaded the file.
Percent Completed : File processing percentage.
Detailed Report View : Click on this link to view a detailed status report.

82



DISASTER INFORMATION SYSTEM (DIS) APPLICATION USER GUIDE

3 — System Admin Functionality

Figure 120 - Dynamic Bulk Data Field Values Add/Update File Options

Detail Report View : This opens up the “File Details ” screen which has the
following columns:

Record Num : this is the record number in the upload file

SSN

Dynamic Field : this is the dynamic field being processed

Record Status : this will be “Processed ” or “Exception ”

Error Description : the long description of the “Exception ” error

arwnE

Figure 121 - Dynamic Bulk Data Field Values File View
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Detail Report Download : Click on this link to download the Detailed Status
Report in an excel spreadsheet format.

Figure 122 - Dynamic Bulk Data Field Values File Download

For additional detailed instructions on the Dynamic Data Field Values Bulk
Upload Functionality, please referto  Appendix C on page 92 of this User Guide
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Figure 123 - Eligibility Questionnaire

Appendix
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Appendix B — Bulk Uploads and Updates
1. Bulk Inserts/Updates:

The Bulk Inserts/Updates page group functionality includes the following
three functionalities:

Bulk Data Add/Update Options

This functionality allows you to upload Excel or CSV files to insert new
or correct existing data into DIS Head of Household, Member and
Transaction tables.

Check Status of Uploaded Files

This functionality allows you to see the status of all uploaded files. A
detailed report containing the status of each record from the uploaded
files will be generated for each uploaded files. The user can view or
download the detailed status report.

Download File Templates :

This functionality will allow you to download Excel or CSV templates to
enter data to add new or correct existing DIS Head of Household,
Member and Transaction records.
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Figure 124 - Bulk Upload Main page

1.1. Steps to Download File Templates:

To download an Excel or CSV template, go down to the “Download File

Template ” section.

Under “Template Name ” choose the type of template from the list:

Add New Household Records
Add New Member Records
Add Transaction Records
Update Household Information
Update Member Information

. Update Transaction Information

o0r®wN P

Select corresponding Excel or CSV “Template Type ” for the Template

Name selected.
Save the file template in local C: drive.
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Appendix

To upload an Excel or CSV template, go to the “Bulk Data

Insertion/Correction options  ”.
Select one following options:

Add New Household Records
Add New Member Records
Add New Transaction Records
Update Household Information
Update Member Information

. Update Transaction Information
The Data file upload page opens.

o0s®wN P

Click on ‘Browse’ button to select the file to be uploaded.

Note: This type of upload will only update values that
overwrite existing values check the ‘Blind Updates?
Click on “Upload File " button.

are “NULL”. To

" checkbox.

Figure 125 — Bulk Upload Update

2. Bulk Upload — Bulk Data Add / Update Options

Below are the general instructions for Bulk Upload Add / Update process:

The data must be entered in consecutive rows in either the Excel or

CSV file templates.

Any data following the first blank row will be ignored by the bulk upload

process.

All dates must be entered in mm/dd/yyyy format. Do not forget to
change the format of the date value cells from Text format into Date

format.

Columns marked in light yellow background are required and must be

entered for each valid row.
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Do not enter any data into the gray area of the worksheet (i.e. far right of
the worksheet). It will be ignored by the bulk upload process and may
cause unintended results after processing.

The data worksheet is formatted with different colors to provide
guidance to users. Color formatting of the worksheet has no
significance for data processing.

User may choose to keep or delete the Instructions worksheet. It is
ignored by the upload process.

2.1 Bulk Data Add:

The users must follow the requirements below to upload the files into the
DIS using Bulk Upload process:

a. Add New Household records

Enter all the necessary information in the “Add New Household ”

template.

- The Social Security Number of Head of Household must be a 9-digit
SSN.
The Disaster Number is mandatory and must exist as valid disaster.
The Old Family Category is mandatory and must exist as associated
with the disaster.
The FEMA ID is mandatory and must NOT be an existing FEMA ID
on a household record.
All the indicator cell values such as active indicator, disability
indicator, citizenship indicator etc., must be valued either “Y” or “N” in
the template.

b. Add New Member records :
Enter all the necessary information in the “Add New Member ” template.

The Social Security Number of Head of Household must be a 9-digit
SSN.

The Member number is a mandatory field. The Head of Household
must have member number value is equal to “1” and followed by the
members in the family. The range of member number should not exceed
the number 15.

The Disaster Number is mandatory and must exist as valid disaster.

c. Add New Transaction records
Enter all the necessary information in the “Add New Transaction ”
template.

The Social Security Number of Head of Household must be a 9-digit
SSN.

The Disaster Number is mandatory and must exist as valid disaster.
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The Transaction Id is a mandatory field. The value must be numeric

and should be greater than “0”.

The receiving PHA indicator is a mandatory field. The value must be
numeric and should be either “0” or “1”. When there is a receiving PHA
assigned to the family the value of this indicator should be “1” else the

value should be “0”.

All the other indicator cell values such as ported_out_ind,
early_release_ind, pha_asst_indr, moved_fee_indr, intake_ind etc., in

the Transaction template must be valued either “Y”

2.2 Bulk Data Update:

or “N”".

The table below illustrates the business logic behind the “Blind Update ”
corrections while uploading the template into the DIS System:

Spreadsheet Production Blind Update

Database Update Flag Results

Null/Blank  Null/Blank/Valued Not checked No Update
Valued Null/Blank Not checked Update
Valued Valued Checked Update

Valued Valued Not checked No Update

The following fields cannot be updated using the Bulk-upload functionality:

Disaster Number
Pre-Disaster Program Type
New Program Type

The users must follow the requirements below to upload the Update files

into the DIS using Bulk Upload process:

a. Update Household Information

Enter all the necessary values in the “Update Household Information ”

template to correct or update the existing values in

DIS:

The Social Security Number of Head of Household must be a 9-digit

SSN.

The Disaster Number is mandatory and must exist as valid disaster.
The Old Family Category is mandatory and must exist as associated

with the disaster.

The FEMA ID is mandatory and should not be an existing FEMA ID

on a household record.
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b. Update Member Information

Enter all the necessary values in the “Update Member Information ”

template to correct or update the existing values in DIS:
The Social Security Number of Head of Household must be a 9-digit
SSN.
The Member number is a mandatory field. The Head of Household
must have member number value is equal to “1” and followed by the
members in the family. The range of member number should not
exceed the number 15.
The Disaster Number is mandatory and must exist as valid disaster.

c. Update Transaction Information

Enter all the necessary values in the “Update Transaction

Information ” template to correct or update the existing values in DIS:

- The Social Security Number of Head of Household must be a 9-digit
SSN.
The Disaster Number is mandatory and must exist as valid disaster.
The Transaction Id is a mandatory field. The value must be numeric
and should be greater than “0”.
The receiving PHA indicator is a mandatory field. The value must be
numeric and should be either “0” or “1”. When there is a receiving
PHA assigned to the family the value of this indicator should be “1”
else the value should be “0".

2.3 Bulk Upload — Check Status of Uploaded Files

To check the status of uploaded files go to the “Check Status of Uploaded
Files” section.

a. Click on the “Status of Uploaded Files >> ” button, the File upload
Status page opens up.
b. The Status page displays the status of all uploaded files in the following
Columns:
File Name: Click on this link to download or view the original file
uploaded.
Admin Task : Informs users the type of task requested.
File Status : Informs users about the file status:
1. File is pending further processing
2. File has been uploaded and processed successfully
3. Invalid file uploaded
Detail Report View : Click on this link to view detailed status report.
This opens up the File Details screen which the following columns:
1. Record Num
2. Record Status which will be ‘Processed’ or ‘Exception’.
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3. Error Description which gives the description of the Exception
error

Detail Report Download : Click on this link to download the Detailed

Status Report for a particular file in an excel spreadsheet format.

Figure 126 - Bulk Upload File Status Page
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Appendix C — Bulk Upload Dynamic Field Data Values

1. Dynamic Data Field Values Bulk Adds/Updates

The Dynamic Field Data Values Bulk Upload page includes the following three
functionalities:

Bulk Data Add/Update Dynamic Field Values Options

This functionality allows you to upload Excel files to insert new or correct
existing data values into the pre-established and pre-associated dynamic
fields.

Check Status of Uploaded Files

This functionality allows you to see the status of uploaded files. A detailed
report contains the status of each record from the uploaded files will be
generated for each uploaded files. The user can view or download the
detailed status report.

Download File Templates

This functionality will allow you to download Excel templates for data entry
into the dynamic fields.

Figure 127 - Dynamic Data Field Values Bulk Upload Main page

1.1 Steps to Download File Templates

To download an Excel template, go down to the “Download File
Template ” section.

Under “Template Name ” choose the type of template from the list:
1. Add New Dynamic Field Values
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2. Update Dynamic Field Values
Select corresponding Excel “Template Type ” for the Template Name
The “Download Dynamic Field Values Template " page opens with
additional instructions that must be followed for the upload to work
successfully.
Select Disaster / Pre Disaster Program / New Program Type
combination.

NOTE: The Excel templates are generated based on the dyn  amic fields
that are pre-associated with the Disaster/Pre-Disas  ter Program/New
Program Type combinations.

If no dynamic fields have been associated with the Disaster/Pre Disaster
Program/New Program Type combination selected, an error will be
presented and the template will not be downloaded or opened.

Figure 128 - Dynamic Data Field Values Bulk Upload Error

Open the template spreadsheet.
Using the “Save As” option from the File menu option, select Save As
Type: “Microsoft Excel 97-Excel 2003 & 5.0/95 Workbook”.

Enter the data values into the corresponding columns following the
rules.

1. The Household must have at least one (1) Lease/Transaction in
DIS;

2. Upload information for the latest (current) Lease/Transaction
Number;

3. The current Lease must be for the Disaster / Pre-Disaster / New
Program Type combination; and
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4. If adding or updating values to Dropdown or Radio Button
dynamic fields, the entered value must match one already in the
list.

Save the file with the data, and again choose the “Save As Type”:
“Microsoft Excel 97-Excel 2003 & 5.0/95 Workbook”.

Close the file.

1.2. Steps to Upload Files

To upload the excel file template, go to the “Bulk Data Add/Update
Dynamic Field Values Options ”
Select one following:
1. Add New Dynamic Field Values
2. Update Dynamic Field Values Information
Select/Click the “Proceed to File Upload” button
The Data file upload page opens.
Click on ‘Browse’ button to locate and select the file to be uploaded.
Click on ‘Upload File’ button.

Figure 129 - Dynamic Data Field Values Bulk Upload Main page

Below are the general instructions for the Dynamic Data Bulk Upload
Add/Update process:

Enter the data in consecutive rows in the excel template file template.
Any data following the first blank row will be ignored by the bulk upload
process.

All dates must be entered in mm/dd/yyyy format.
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The data worksheet is formatted with different colors to provide
guidance to users. Color formatting of the worksheet has no
significance for data processing. Do not enter any data into the yellow
areas of the worksheet. It will be ignored by the bulk upload process
and may cause unintended results during processing.

Users may choose to keep or delete columns not needing update. (See
the Dynamic Data Field Update rules below for using the Blind
Update option .)

2. Bulk Dynamic Data Field Values Additions

The users must follow the hierarchy below to upload the files into the DIS
using Bulk Upload process:

Add New Dynamic Field Values : Enter all the necessary information in the
Dynamic Field Values template:

1. The Household must have at least one (1) Lease/Transaction
existing in DIS;

2. The Social Security Number of Head of Household must be valued
and should be a valid existing 9 digits SSN;

3. Upload information for the latest (current) Lease/Transaction
Number;

4. The current Lease must be for the Disaster / Pre-Disaster / New
Program Type combination;

5. The Disaster Number must correspond to the Disaster in the
Dynamic Field Values template page; and

6. If adding or updating values to Dropdown or Radio Button dynamic
fields, the entered value must match one already in the list.

3. Bulk Dynamic Data Field Values Updates

The table below illustrates the business logic behind the “Blind Update ”
corrections while uploading the template into the DIS System:

Spreadsheet Production Blind Update

Database Update Flag Results

Null/Blank  Null/Blank/Valued Not checked No Update
Valued Null/Blank Not checked Update
Valued Valued Checked Update

Valued Valued Not checked No Update

Figure 130 - Blind Update logic
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The following fields cannot be added or updated usi ng the Dynamic Data
Field Values Bulk Upload functionality:

Disaster Number
Pre-Disaster Program Type
New Program Type

4. Bulk Dynamic Data Field Values — Check Status of Up  loaded

Files

To check the status of uploaded files go to the “Check Status of
Uploaded Files " section.

Click on the “Status of Uploaded Files >> ” button, the “Bulk Data
Dynamic Field Values Add/Update File Upload Status” page opens

up.

Figure 131 - Status of Dynamic Field Data Values Uploads

The Status page displays information on all uploaded files in the following

columns:
1. File Name: Click on this link to download or view the original
uploaded file.
2. Admin Task: Informs users of the type of task requested.
3. File Status: Informs users about the file status:
a. File is pending further processing
b. File has been uploaded and processed successfull y
c. Invalid file uploaded
4. Upload Date Time: Displays date and time file was uploaded.
5. Upload User: ID of the person that uploaded the file.
6. Percent Complete: Displays the file processing percentage complete.
7. Detail Report View: This opens a processing results screen with the

following columns of information:
a. Record Num
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SSN

Dynamic Field

Record Status - will be “Processed” or “Exception”

Error Description which gives the complete description of the
Exception error

©cooo

Figure 132 - Dynamic Field Data Values Detail Report

8. Detail Report Download: Click on this link to download the Detailed
Report for a particular file into an excel spreadsheet format.

Figure 133 - Dynamic Field Data Values File Detail Report Download
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